Operational webinar series:

Submit Nursing Home Institutional
Claims using Templates
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e
1ar, you can:...

Create Institutional claim templates
Build a batch of claims from templates
Submit a batch of template claims
Submit individual claims from a template

Submit a claim secondary to commercial
Insurance



im Template ...

2= To use ProviderOne Direct Data Entry (DDE):

22 Log into ProviderOne (https://www.waproviderone.org/)

22 Use profile “EXT Provider Claims Submitter” or “EXT
Provider Super User” or EXT Eligibility Checker/Claims
Submitter

2= At your Provider Portal (homepage)
» Scroll down to “Claims ”
» Click on “Manage Templates”

Claims Hide/Max
Claim Inguiry

Claim AdjustmentYoid

Dn-line Claims Entry

On-line Batch Claims Submission [B37)

Resubmit DeniedWaoided Claim

Retrieve Saved Claims

Manage Templates —

Create Claims from Saved Templates

Manage Batch Claim Submission



https://www.waproviderone.org/

== Create the Institutional Template
— Providers that use the UB-04 Claim Form or 837l



=

' Template ... .

Here Is an overview of the Create Claim

Template Screen
[Gose Jcd]

Create a Claim Template

Type of Claim: Izn-:hturﬂnai v| *

Claims Template List
|Edit |Iview || Delete || Save AsjCopy|| Create Batch || Create Batch all || Auto Bstch |

Filter By -| =i | And| =l | G,
- Template Hame Type ] Last Updated By | LastUpdated Date
a T a v a v Fo

No Records Found !
=< Pre t".l'iﬂi'-.l‘rqpawl Mexd == |I 'Eu:| FPage Count | SaveToXLs |

We will cover each action that can be done at
this screen in the following slides

Pick Type of Claim as “Institutional” and click
on the Add button



C ?Fj '(emplate Provider!
s= The DDE claim /template screen requires the
minimum information
— Template Name
— Answer all the questions

[ Cloze |[Save Template|| Reset |
Institutional Claim:

MNote: astensks (*) denote requirad fields
Basic Claim Info Other Claim Info
Billing Provider | Subzciber | Clesirm | Servicse

Billing Instructions

Submitter ID: [~

Go to Other Claim Info to enter information for prowvid
BILLING PROVIDER

ard other than the Billing and Pay-To Providers,

®= Prowvider MPL: = Taxonormy Code: I

|9 = Iz the Billing Provider also the Pay-To Provider? & vas € Mo

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBERSCLIENT

* Client [D: |

[# additional Subscriber/Client Information

Ta
CLAIM INFORMATION
Go to Other Clainn Info to enter additional claim information not displayed on this page.
CLAIM DATA
Patisnt Account No.: I ll

== Or aprovider can add as much information as they
want



= ;;‘\ : }: : fe m p I d te Prowvidier

== First task i1s to name the template

PROVIDER INFORMATION

Go to Other Claim Info to enter information for providers other than the Billing and Pay-To Providers.
BILLING PROVIDER

* Provider NPI: | 2549198465 * Taxonomy Code: | 314000000X

€ ° 1s the Billing Provider also the Pay-To Provider? @ ves C No

== All claims submissions require new identifiers
— NPl and Taxonomy

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

* Client 1D: | 999999998WA

Additional Subscriber/Client Information
* Org/Last Name: |Doe

rmre dd ey

2= ProviderOne Client ID Number

— Last Name
— Along with Gender and Date of Birth




== Fill in the claim data
— We are going to cover filling in most fields

CLAIM INFORMATION

Go to Other Claim Info to enter additional claim information not displayed on this page.
CLAIM DATA

Patient Account No.:

Medical Record Number: _
* Typa OF Facility: v:
= Bill Classification: .._..:

mm  dd J— mm  dd —
* Statement Dates: From: | | | ] To: | | |

i a3 LYY
Admission Date/Hour: i | |

Admission Type: - W

Admission Source: | w

Discharge Hour:

Discharge Status: v:
* Total Claim Charge: s

Patient Est. Amount Due: ]

DRG Code:

== Enter your Patient Account Number



== Pick the Type of Facility from the drop
down

* Type Of Facility:

1-Hospital

- 2-Skilled Nursing

3-Home Health

4&-Christian Science (Hospital)
5-Christian Scienoce (Extended Care)
E-Intermediate Care

7-Clinic

8-Special Facility

== A Nursing Home would choose
“2-Skilled Nursing”



Pick the Bill Classification from the drop
down options

L

Bill Classification:

Nursing Homes using the DDE
feature of ProviderOne would
choose the 1E option from the
list. The type of bill is then
displayed in ProviderOne to
state staff as 211.

| 1C-Rural Health
[f 1E-Inpatient (Including Medicare Part A) |
| 1S-Hospioe (Non-Hospital Based)

| 2C-Hospital Based or Independent Renal Dialysis Center
| 2E-Inpatient (Medicare Part B Only)
§2$-Hospioe {(Hospital Based)

%3C-Free Standing

| 3E-Cutpatient

| 3S-Ambulatory Surgery Center

| 4C-Cutpatient Rehabilitation Facility (ORF)
ng-Other

| 4S-Free Standing Birthing Center

| 5C-Comprehensive Outpatient Rehabilitation Facility (CORF)
| SE-Intermediate Care - Level |
§5$Rese~ed for National Use

| 8C-Reserved for Nationsal Use

| 8E-Intermediate Care - Lavel ||

| 8S-Reserved for National Use

| 7C-Federally qualified hesalth center

| 7E-Intermediate Care - Level Il

| 7S-Reserved for National Use

| 8C-Reserved for National Use

| 8E-Swing Beds

| 8S-Reserved for National Use

| 9C-Other

| 9E-Reserved for Nationsal Use

| 9S-Other

10



= \-1\ . % . {e m p I ate Provider

== On this template we will not be indicating
the Statement Dates (dates of service)

CLAIM INFORMATION
Go to Other Claim Info to enter additional claim information not displayed on this page.
CLAIM DATA

Patient Account No.: | SMA455E

Medical Record Number:

* Type Of Facility: : 2-Skilled Mursing v

* Bill Classification: 1E-Inpatient {Including Medicare Part A) v:
mm _ dd  cory mm_ dd oy

* Statement Dates: From: [ | | ] To: | | |

2= We will add an Admission Date

" Statement Dates: From: e r: |l: ' To: - r: |¢

mm  dd —_— bk -
Admission Date/Hour: . 04 | 01 |2EIEI9 | -. 08 .:. 00




Now we indicate the Admission Type

Admission Type:

1-Emergency

2-Urgent

3-Elective |

4-Mewbom

B-Trauma Center
S-Information Mot Availakble

W

And then an Admission Source

Admission Source:

1-Non-Health Care Fadity Point of Origin

2-Clinic

F-Transfer from a Hospital [Different Fadiity]]
5-Trf frm & SNF or Intermediate Care Fadiity (ICF)
6-Transfer from Another Health Care Fadlity
J-Emergency room

8-Court/Law enforcement

3-Information Mot Available

B-Transfer From Another Home Health Agency
C-Rdmission to same hm hit agcy

D-Trf frm One DU of Hsp to anthr DU on the Same Hsp
E-Transfer from Ambulatory Surgery Center

F-Trf frm Hsp Under Hspc Pln/Enrlld in Hspc Prgm

v




BISte oo

[reating a claim Ter

== Indicate the Patient Discharge Status

Discharge Status:; | A
~

01-Dschrgd te hmJsIf or {rin} —
02-Dschrgditrf to short-terrn gnrl hsp for inptnt care
03-Dschrg/trf to SNF w/hMdor Cert in Antoptn of Skl Cr
04-Dschrgditrnsfrd to ICF

05-Dschrg/trf to Dsgntd Cancer Cnir or Children's Hsp
08-Dschrg/trf to Hm under Cr of cegzd Hm hith srw crg
O7-Lft agst mdc adve or dscnt o

02-Admtd as IP to this hsptl

10-Reserved —
11-Reserved

12-Reserved

12-Reserved

14-Reserved

15-Reserved

18-Reserved

17-Reserved

18-Reserved

18-Resened

20-Expired

21-Reserved

22-Reserved

23-Reserved

24-Reserved

25-Reserved

28-Reserved

27-Reserved

28-Reserved

23-Reserved

[30- 5till Patient] v




Claim data filled in so far

CLAIM INFORMATION

CLAIM DATA
Patient Account No.:

Medical Record Number:
* Type OF Facility:

= Bill Classification:

" Statement Dates: From:

Admission Date/Hour:
Admission Type:
Admission Source:
Discharge Hour:
Discharge Status:

* Total Claim Charge:
Patient Est. Amount Due:

DRG Code:

Go to Other Claim Info to enter additional claim information not displayed on this page.

| SMA455E

2-Skilled Nursing «
1E-Inpatient {Including Medicare Part A) v:

P dd oy P dd oy

[T 1 ™[ T ]

mm dd o b
04 | 01 20097 o8 o0
. 3-Elective v.

4-Transfer from a Hospital (Different Fadlity)  » '_

30-still Patient v <

¢ 5784.00

5 .

guestion

Then indicate the total charges
Now drop down and answer the Medicare

14
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Template ...

== Scroll down the page, click on the [# expander
to open the value code information fields
— Enter Value Code 24
— Then enter the appropriate class code

VALUE INFORMATION
1 [ Value Code: | 24 * Value Amount: % 20 Add Another

2 Value Code: | Value Amount: $ | - DeleteRow1

== Enter the client participation as the second
Value information
— Enter Value Code 31

— Enter the patient participation amount (Even if it is
$0)

VALUE INFORMATION
1 * Value Code: | 24 * Value Amount: % 20 Add Another

2 | value Code: | 31 value Amount: $[ 570.50 | DeleteRow1

15
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Next click on the diagnosis information [+
expander

— Enter the Principal Diagnosis

— Admitting Diagnosis

— Other Diagnosis as necessary

— Do not enter the decimal in the these fields

DIAGNOSIS INFORMATION

*  Principal Diagnosis Code: | V5789 |

Admitting Diagnosis Code: | a5200 |

E-Code: | |

Other v agnus s Information
Other Diagnosis Code

1 {Dunut 5EI:|E-EII1"IEI| url 3310 | Add Another
spaces)

16



 Template ...

2= We now enter the service line data

SERVICE LINE ITEM INFORMATION

Click on the Other Sve Info link associated with each added Serwvice Line Item to enter line item information other than that

Service Line Items

* Rewvenue Code;

| 0190 | Rate Amount: $| 192.80 |
Procedure Code: |

| Maodifiers: 1: I:I 5. I:I
Service Date/First MM __ dd vy

Date of Service: | I I |

Last Date of mm__ dd coyy
Service: | I I |

* Bervice Units: | 30 |

" Charges: Mon-covered Line
Charges: 3 | 5784 | Charges: $

Mational Drug Code: | |

2= Enter Room Revenue Code 0190

— Enter monetary information so that the system will
batch templates correctly
= Enter your daily room Rate Amount
= Enter the number of days as Service Units
= Enter the Total Line Charge




=
W , >
~‘;_
- 4.-.
= 2

f‘e mplate ... ...

== After entering all the service line data click on
the L=ewi | hytton to add the data to your
template claim
* Total Line Charges: § | | (':“h'-'E'I'r‘g'-:;: EEEEEEEE
MNational Drug Code: | | i
Drug Identification
Additional Service Line Information
_ _ _ | AddServiceLineItem ||  Update Service Line Item
T
:n TJT;II 192.312‘!:“& E— = 30 573 ‘;'“"9‘5 Delete or Other Service Info
== The template is complete and ready to Save

— Click the save template button

|'C|-|:-5-E- | Sawve Template

| Reset |

Institutional Claimm:

Basic Claim Info

Mote: asterisks (%) denote required fialds.

Oither Clainmm Info

18
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== ProviderOne now asks you verify saving the

template. Click OK

Windows Internet Explorer

‘_?:') Do you wart to save the Template?

ik I l:an:al|

== The first template is added to the list

Create a Claim Template

Type of Claim: Irstiubonsl =
Claims Template List
|Ect |/ view || Detete || Save AsiCopy|| Create Batch || Create Batch Al || Auto Barch |
Filter By [Temoiste Type ] [nstiusonal | And| =11 Go)
r Template Hame Type Last Updated By Last Updated Date
i T AT i T AT
™ |Jane Doe Instevionsl Gary 107272010

o |wewingpaget1 neco- || of Fosecount | saveToxs |

19
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Template ...

== Add as many templates as you need
— Create new ones using the above method
— Or copy the saved template then edit it

Create a Claim Template

Type of Claim: Irstiubonal =

Claims Template List l'
|Ect |/ view || Detete || Save AsiCopy|| Create Batch || Create Batch Al || Auto Barch |

Filter By :[Temoiste Type ] [lnstiusionsl And| =l | o
r Template Hame Type Last Updated By Last Updated Date
& T i T aT i T
¥ } Jane Doe Insttubonsl Ganyhl 107272010
o |vewingpage1 e || o Fasecout | saveteus |

== To copy atemplate click on the ¥ box
== Click on the Save As/Copy a Template button

20



== ProviderOne displays the template form
Clears the template name
Retains all the other template data

| Close ||5ave Template| Reset |
Institutional Claim:

Mote: asterisks (*) denote required fields. gilling 1
Basic Claim Info Cther Claim Info
Billing Provider | Subsciber | Claimm | Service

+ Tamplate Mame: |
PROVIDER INFORMATION

Go to Other Claimm Info to enter information for providers other than the Billing and Pay-To Providers,
BILLING PROVIDER

* Prowvider NPI: i?ﬁ-‘&‘l!ﬂ-ﬂiﬁ = Taxonomy Code: I 31 3000000X

&) - Is the Billing Provider also the Pay-To Provider? ~ yas  No

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

* Client 1D:  [999999998WA

[ Additional Subscriber/Client Information
* Oorg/Last Name: [Doe

ialan] odd CoyYYy

* Date of Birth: [ [ 974 * Sender: | Female b |

== Add the new template name



;(ejl‘-{iplate Provider!

2= Change client specific information
— Client ID, name, birth date, gender
— Admit date and other admission data
— Patient responsibility amount
— Diagnosis code

[Close J[Save Temglate] Reset |
Institutional Claim:

Note: astenisks (*) denote required fields 8illing 1
Basic Claim Info Other Claim Info
Bidling Provider | Subscnber | Claim | Service

* Template Name:|
PROVIDER INFORMATION

Go to Other Claim Info o enter information for providers other than the Biling and Pay-To Providers.
BILLING PROVIDER

* Provider NPIL: 2539198465 * Taxonomy Code I 313000000X

@ - 1s the Billing Provider also the Pay-To Provider?

@ ves € No

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

" Client 1D: |

Additional Subscriber/Clhieont Informamation
*~ Org/Last Name: |

e o P
* Date of Birth: r . r I X * Gender: | el |

== Save the new template




g a C -femplate .

== Create your list of template claims
[Glose J ]

Create a Claim Template

Type of Claim: Ilnsrtut-anal vi *

Claims Template List
|Ecit ||view ||Delete | Save As/Capy|| Create Batch || Create Batch All| | Auto Batch |

Filter By -[Teroiie Type =] [Institionsi | And| = [ )
r Talrlljﬂs' Hame Iy]:e Last I.Ed;im:l By Last l.hld:t'ed Date
I~ § John Smith Instiicnsl Gary i 1022010
[~ §lane Doe Institdicnal Gary il 10624204 0
[T §UndeSam Instiuticnal Gary 120 0
I~ { 5usan Madigan Institudicnal Gary v 1202010
[~ § LisaFax Institudional Garyll 1 25201 0
[T Yy ERokertaThomas Instituicnal Gary i 12200
I {Mickey Dee Instituticnal Garyi 10522010
™ | Ben Franlin Intiicensl Garyl 10632010

<< Preny Im\i-gpmj, Next =» il -'-|:~| Fage Count i SawaToXlS i

2= Lets look at the other features of this screen
now



Providier

== View a Template claim
— Click on the ¥ box by the Template Name
— Click on the view Template button

..............

Create a Claim Template

Type of Claim: Iretiubonsl = w| .
Claims Template List
Edt |[view |[Delete |[Save As/Copy|| Create Batch || Create Batch Al || Auto Batch |
Fim‘.‘ [Temoiste Type _w] |Instiusional | And| ~| | IGo]
r . Template Name vp Last Updated By Last Updated Date
I~ 1 Jobhn smith restitutional GaryiM 10022010
[~ | Jane Dos Ihﬂl.,t.mu Garyid 100202010
r jUndsSam lhﬂ:mm GaryM 107272010
[~ | 5usan Madigan Ih:ﬂﬁ,h:nnl Garyi 1027200
I~ | LisaFax Ihsmtmnl GaryM 105272010
I~ | RobertaThomas Ihnmu Garyi 107202010
™ JMickey Das Ihssnmu Gary 1027201 0
¥ | Ben Frankin Ihsm.tmul Gary 1082010

puv |ewingPaget s [T o] Fapecout | sawToxs |
== View allows you to only see template data

24



Provider

s= Delete a Template claim
— Click on the ¥ box by the Template Name
— Click on the Delete Template button

Close ||Add
Create a Claim Template
Type of Claim: Iretkubonal =) =
Claims Template List
Ect |[view ||Delete | Save AsjCopy]| Create Batch || Create Batch Al | [ Auto Batch |
Filter By :"‘ 1) | And| = | [Go]
r Template Hame Last Updated By Last Updated Date
. i T i T & T
[~ | John Smith Irestibutionsl Garyii 10252010
r |Jane pos = - .
[ _jundeSam :‘EJ Are you sure, Do you want to delete the selected Template? 10272010
| 5usan Madigan 10200
= fimre [ e | o
™ | RobertaThomas - _ 100252010 l
- | Mickey Dea Ihsmm Garyi 100272010
¥ | Ben FranMin Ihsul.mml Garyi 10872010
“Fro |WewingPaget  tiec o ] o] Fapecourt | SaveToxss |

== Clicking the OK button deletes the template



Prowvidier:

== Edit a Template claim
— Click on the ¥ box by the Template Name

Close ||Add
Create a Claim Template
Type of Claim: Irstiubonsd =]«
Claims Template List
Eat |[view [Detete |Save AsiCopy|| Create Batch || Create Batch All || Auto Batch |
|'~ By =l | And| | [ 2
r Template Hame Last Updated By Last Updated Date
A ¥ & T i T i T
[~} John Smith Insstibutionsl Garyii 10252010
[~ §Jans Dos [hsmt-cml Garyi 10252010
[~ | UndaSam lh:u:m Garyi 1027200
[ | 5usan Madigan Ihﬂhﬁr-ﬂ Garyi 107272010
™ | LisaFax Ihs!tl.tn‘ml Garyi 100272010
I~ | BobartaThomas Ihntl.tnml Garyi 1022000 l
- Micksy Daa Ihs!t.n:nal Garyi 100252010
¥ | Ban FranMin Ihsm.tmal Gary 1082010
i |vewingPaget reass | | Fage Court | SavaTexis |

== Edit as needed and save the template

26



=2 Create a Batch of Template Claims

(No Trading Partner Agreement is required)

Provider_ /



== Create a batch of claims from your list of
templates

Create a Claim Template
Type of Claim: Iretkubond =«

Claims Template List

|Gt || view ||Delete | Save AsiCopy | Create Batch || Create Batch All || Auto Batch
Filter By - And[ ~]| | [Go]
C o = P
[~ |} John Smith Instibubional Garyi 10270
| Jane Doe Jrctesona GaryM 107212010
r Jundssam Ihmm Garyi 100272010
™ | Susan Madigan Ih:ﬂhﬁmﬂ Garyi 107202010
™ | lisaFax Ihsmtm Garyi 100272010
I~ | RobertaThomas ]hﬂtl.bnnul Garyi 10272010
r | Mickey Dae Ih-ssmm Garyhi 105272010
I~ | Ben Frankin Ihsm.nmal Garyi 10872010

<riev_|WowigPogel_tied>> || o] PaveCourt | sawtexts |




Prowvidier:

Create a Claim Templaie
Type of Claim: lrstiubonal = w|
Claims Template List
[Eat |[view |[Delete [Save AsiCopy|| Create Batch || Create Bakch All [ auto Batch |
Filter By | = | And| | I 150
r Template Hamwe Type Last Updated By Last Updated Date
a ¥ & ¥ A ¥ A T
F | John Smith InstButionsl Gary 107272010
¥ | ane Dos Ihsumuml Garyii 1 0F22010
I Mncde Sam lh:u-.-r.-nnu Garyi 1 Q2200
F | [5usan Madigan Ihsum Garyi 107272010
™ ||LisaFax Ihsst-.tmnl Garyivl 10727200
r |eoberta Thomas Ihﬂtlmul Garyh 10202010
¥ | Mickay Das Ihsmmu Garyi 105272010
¥ ||B2n Frankin Ihsm.u:nru Garyi 102010
<P |wewingPage1 ted oo | o] Fagecourt | savaTexss |

:= Usethe check box ¥ for each template



With the templates selected click on the

Create Batch button

e e

Create a Claim Template
Type of Claim:

Claims Template List

FiterBy | =l | And[ =] (Go]
C Tomiog = S
¥ | John Smith Instittionsl Garyi 100272010
[# | Jane Do |hsu-.1imu GaryM 107202010
© juUndssam |h=um Garyi 105272010
¥ | Susan Madigan Ihﬂhﬁnml Garyi 10/272010
I~ | lisaFax Ihsmtm Garyi 105272010
™ | RobertaThomas ]hmmu Garyi 10272010
¥ | Mickay Dae Ihsmmu Garyii 105272010
¥ | Ben FranMin Ihsmmw GaryM 104872010

30



Prowvdiesr:

== ProviderOne now displays the Batch Claim

Attributes screen
[Ciose Jladd]
Create a Claim Template

Type of Claim: Irsttutonsl  wie

Claims Template List

[£0 | v [Delete [Save AsiCoplgateh Claim Attributes:

Filter By | 3 =)
r e
] Fr— Claim Type: [Instiutional ¥
@ | Jane Doe From Date of Service |10/01/2010
T JUndesSam
7 | Susan Madigan To Date of Service: | |10/31/2010
T | UsaFax
I~ | RobertaThomas @BQ&Q[ Can:cell
M |Mickey Dee YT Garym TN 0
W | Ben FranMin nsteutonsl GaryM 10872010
<rer [wewngPaget neass [T oo] Fasecoint | saverexus |

== Add your From —To dates of service

31



Prowvidier:

2= Click on the [#es] button

[Cose J[add ]

Create a Claim Template

Type of Claim: |mm -| .

L |

Qalm T.mplatq List - Batch Number is 500073991

(€St |[view |[Deiete | Save AsiConlgaenh Claim Attributes:

Filter By -| 3 [Go!
r Ton] lb‘“:“ Date
— e Claim Type: [Insttutional  »] o=
@ _|Jane Doe From Date of Service: |10/01/2010 o
I jundesSam 10
—g ET— To Date of Service:  [10/31/2010 =
- Lisa Fax .‘! _____ o
™ | RobertaThomas [:&ﬂdBotch—H chl] b0
M I Mickey Dee Sy o] Garyn TWa0
M | Ben FranMin nsteutons Garyt 10872010

< rrer |WewingPage 1 e ﬂ_ o Fagecount | savetexts |
:=  The system builds the batch and assigns a batch
number

:=  Each template uses the date of service and adjusts the
monetary amounts based on the date span



22 Click on the [eeesxna] hutton

==——r———

Create a Claim Template

Type of Claim: Irstkutionsl x|+
Claims Template List
[Ek J{view [Deleto [ Save AsiCopy|| Create Batch [ Create Batch AR || Auto Batch
FiterBy ;[ ~]| | And| = Gol
C Tompgr = S O Il s
™ | John Smith Irestitutional GaryM 107272010
[~ § Jane Dos |nsu-.:icml GaryiM 107272010
r | Undssam |h=u-.mrm Gary 10522010
- | Susan Madigan Ihﬂhﬁmﬂ Garyi 107272010
- | lsaFax Ihsmtm Garyi 105272010
r | RobertaThomas ]hmmu GaryM 107272010
r | Mickay Dee Immmu Garyi 105272010
I~ | Ban FranMin Ihsm.u:ml GaryM 10872010

SaveTeXls

== To build a batch using all templates

33



ProviderOne now displays the Batch Claim
Attributes screen

——————

Create a Claim Template

Type of Claim: Irstitubonal =] »

Claims Template List

[£t |iew [Delete [ Save AsiCopy|| Create E4gatch Claim Atributes:

Filter By :| =l Go]
r Template Nao Claim Type: [instiutionsl »] e i
™ | John Smith From Date of Service: |DE_.-"D]_I'201EI 0
~ |JanzDos m——— 0

To Date of Service: |DE;EHJ;2010
™ Unds sam 0
M Caprr=rarty | i
| Susan Madigan | Build Batch | {anm] 0
ettt A Beeeiaid
[~ | LisaFax e ] [}
r | EcbertaThomas Ihﬂtl.tmu Garyi 10200
I I Mickay Das Ihsum:nu Garyi 105252000
I~ | Ben Frankin Ihsm.tmal Garyi 10872010

o veespaet o | o] oo | sawreus |

Add your From —To dates of service




2= Click on the [#en] button

[ Close |[dd |

Create a Claim Template

Type of Claim: Iretkubonsd =~ w| =

Claims Template List Batch Number is 50007 3996

[Ect | View | Delete | Save AsCopy | Create Edfjatch Claim Attributes:

Filter By :| =1 Go|
r Template Hamd Claim Type: Insthutional ~ » dutnd Bate
™ | Jobn Smith From Date of Sendice: |06/01/2010 0
™ | Jane Dos — 0

To Date of Service: 06,/30,2010
™ JUndasSam ]
M T e L
r | susan madigan (Buid Batch || Cancel | e
I~ | LisaFax ————— —0
I~ | RobertaThomas Ihm-.tmu Garyi 107272010
I | Mickey Dae Ihsmm Garyi 10527201 0
[~ | Ben Frankin Ihsul,tmal Garyi 10872010
e P iy Impml Pt 2 I:t -r| Fage Count I SavaTexls I

== The system builds the batch and assigns a
batch number



== If you click on the 8| putton you will get the

.............

Create a Claim Template

Type of Claim:

Claims Template List

--------------------------------------

-------------------------------------------------

Filter By :| =l

—

L

= 1.41-':“:““ Last ln:du'u Date

r John Smith 1220

r IJaneDos ._!5 This functionakty will be svallable in the near Future, 105010

I jUndaSam 100272010

™ | Susan Madigan @ 107272010

™ | LisaFax Ih:!htl:nnl GaryiM 10U2701 0

r | BcbertaThomas Ihﬂtl.tu‘-u Garyhi 105202010

™ | Mickey Dae Ihsm.mnu GaryM 10220

I~ | Ban Franldin Ihsm,nmul Garyi 10872010 I

pia1| Wewing Page 1| e

ol

ecourt | saveToxes |

== Auto Batch is a future system enhancement

36



e Submission

== Manage Batch Claim Submission

— At your Provider Portal (homepage)
« Scroll down to “Claims ”
» Click on “Manage Batch Claim Submission”

Claims Hide/Max
Claim Inguiry
Claim AdjustmentYoid
On-line Claims Entry
On-line Batch Claims Submission [@37)
Resubmit DeniedVoided Claim
Retrieve Saved Claims
Manage Templates
Create Claims from Saved Templaies
Manage Batch Claim Submission




| Close || view Claims || Revalidate | Delete |

Batch Claim Submission Status List:

Filter By :| Gol
~ Batch Batch Creation To Total Billed | Claim
Date Status Service Date Service Date| Amount Claim Count
AY 0y AY Av AY
[ |123456878 06/01/2010 |Wating 06/01/201006/30/2010
[T |28365092 Ilnsbtttuonal 07/01/2010 |in Process 07/01/2010 {07/31/2010
-~ -4
[T 33386073 [insttutiond JGaryM |08/01/2010 |Falled in Validation 08/01/2010] 08/31/2014
.t
[T 65001776 Jinsttutiondl |GaryM J09/01/2010 |Passed Vabdation 09/01/2010409,/30/2010§ $17,352.00
[T J11187365 finstrutionsl 10/01/2010 |Submitted for Claims Loading  §10/01/2010 J10/31/2010 [$468,504.00

T IWPml II] | Page G 'l SaveToXLS

Busy screen
Lets discuss important elements




== Top buttons control batch activity

~ Created | Batch Creation From To Total Billed | Cleim | Submitted
Date Status Service Date |Service Date| Amount | Count | Claim Count
0oy , AY AY AY AY AY AY
06/01/2010 JWaking 06/01/2010406/30/2010 0 0 0
07/01/2010 QinProcess 7/01/2010 AON 31/2010 0 e 0
v e
08/01/2010 Falled in Vaidation 08/01/2010} 08/31/2014 0 7 0
~
09/01/2010 JPassed Vahdaton 09/01/2010409/30/2010 $974.09 3 0
10/01/2010 QSuberitted for Claims Loadng  |10/01/2010§10/31/2010] $11,219.19
mpml Nexa » III ey rJ",' Count SINTOXLS

== Batch Number assigned during building
== Type of Batch, creator and creation date



| Close || view Claims || Revalidate | Delete |

Batch Claim Submission Status List:

Filter By :|

=l

Batch

Number
AY

A

A

Created | Batch Creatic

Date
oy

The list page displays the status of the batch

123456878

28365092

Instkutional
Instkutional

G ar\,‘ rv"

06/01/2010

GaryM
ﬁ

07/01/2010

\ In Process

33366073

Insbkutions

GaryM

08/01/2010 [[Faled n Vaidation

s/01/2010

07/31/2010
08/31/2014

68001776

Instkutiond

G an y' M

09/01/2010

’ Passed Vahdation

9,."01,:'2010

09/30/2010

ﬂﬂ—lL-l—l -

11187365

Insttutions

GaryM

10/01/2010

fsubritted for Clins Loadng J0/01/2010

o, IMPml Mesd 3 "1—| Fage Count | SachoXl.Sl

10/31/2010

$11,219.19

Lists the From-To dates of service
And also gives totals of claims in the batch
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‘ an Submission

== Lets go into the Batch Status detail

| Close || view Claims || Revalidate || Delete |

Batch Claim Submission Status List:
Filter By :| +l | G|
r Batch Created | Batch Creation From To Total Billed | Claim | Submitted
Number Tyge U' Date Service Date |Service Date| Amount | Count | Claim Count
AY A A oy B ) AY AY AY AY
I |1z3456878 fnsttutional JG6aryM | 06/01/2010 ] Waking 6 06/30/2010
_ ‘
[T |28365092 Yinsttutiond | GaryM | 07/01/2010 07/31/2010

23386073 Jinsteutional [GaryM
66001776 [insteutional | GaryM
11167365 finstaweiond [GaryM | 10/01/2010 [fsutmiteed fr clains Losdng

Do |Mpm‘ Newd “1 | Fage Count I SaveToXLS |

== Important actions to take with each type of
batch status

=i

3

10/01/2010|10/31/2010s468,504.00




2

Waiting (for validation)

| Close || view Claims || Revalidate || Delete |

Batch Claim Submission Status List:
Filter By :| Bl | %)
r Batch Created | Batch Creation From To Total Billed | Claim | Submitted
Number l)ge % Date Service Date Service Date| Amount | Count | Claim Count
AY A A oy AY A Y AY AY AY
[ 123456878 finsttutional {GaryM | 06/00/2020 |1t 06/30/2010
[T 28365092 Qinsbrutiondl | GaryM | 07/01/2010 JinProcess 0 8 0
)
[T 33386073 Jinsttutiondl JGaryM |08/01/2010 lFalednvadwm 7 0
-~
[T |68001776 Qinsttutiond |GaryM J09/01/2010 |Passed vahdation 09/01/2010J09/30/2010] $17,352.00 3 0
[T J11187365 Jinsttutiond | GaryM | 10/01/2010 |Submitted for Claims Loadng  |10/01/2010 JL0/31/2010[5468,504.00 81 65

o |VewngPage1 i ||1 of Pagecount | saveToxts

The batch of templates has been submitted

The system moves the templates to the
process gue on the next cycle
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In Process

| Close || view Claims | | Revalidate || Delete |

Batch Claim Submission Status List:
Filter By :| <l Go|
" Batch Crested | Batch Creation From To Total Billed | Claim | Submitted
Number !yge Date Status Service Date |Service Date| Amount | Count | Claim Count
AY A A oy AY AY AY AY AY AY
[ 1123456878 finsttutional |GaryM | 06/01/2010 [Wating 06/01/2010406/30/2010 0 0
[ 28365092 ilmtm-onal GaryM §07/01/2010 Iln Process / 07/31/2010
———- e e
[ |33386073 Qinsttutondl JGaryM |08/01/2010 |Faled in vaidation 08/01/2010] 08/31/2014 7 0
' |
[T 68001776 finstkutiond | GaryM J09/01/2010 |Passed vahdation 09/01/2010§09/30/2010] $17,352.00 3 0
[T J11187365 finsttutiond | GaryM | 10/01/2010 |Submitted for Claims Loadng  |10/01/2010J10/31/2010(s468,504.00f 81 65

Pt IMP@I Nexd» ||1 J Page Count l SaveToXLS

The batch of templates has been submitted
The system is picking up the templates to

validate
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e Bat ?r- Submission

== Failed in Validation

| Close || view Claims || Revaldate || Delete |

Batch Claim Submission Status List:

Filter By | <l | o)

| Bateh Created |Bateh Creation From To | TotalBilled | Cleim | Submitted
Number I‘)ge 0‘ Date Status Service Date |Service Date| Amount | Count | Claim Count
AY K A oy AY AY AY AY AY AY

[T 123456873 finsttutional |GaryM | 06/01/2010 [Wating 06/01/2010§06/30/2010 0 0 0

[~ |es3ss0n Imumna GaryM |07/01/2010 Jin Process 7/01/2010 |07/31/2010 o] & 0
- - -1 - —_— -~

[ |es396073 finstrutionsl |GaryM |08/01/2010 08/01/2010} 08/31/201 of 7 0

™ J6e001776 finstrutions 09/01/2010  [Passed vabdation 09/01/2010 09,:'30;‘2010| $17,352.00] 3 0

™ |ie73ss finstetonsl |GaryM | 10/01/2010 |submitted foe Claims Loadng |10/01/2010|10/31/2010[s468,504.00] 81 65
“iov|ViewingPage 1 e ||l o] Pagecount | saveTexts

== The batch of templates has been submitted

== One or more of the templates did not pass
validation



Passed Validation

...................

— e ————— ey e 2y

Close || View Claims || Revalidate || Delete |

‘ an Submission

09/30/2010] $17,352.00

Batch Claim Submission Statns List:
Filter By :| =l | |
r Batch Creasted | Batch Creation From
01' Date Status Service Date |Service Date
AY A oy AY Ay
[T 1123456878 finstkutional JGaryM | 06/01/2010 [Wating 06/01/2010406/30/2010
| -+
™ 28385092 Ilmtxttuonal GaryM J07/01/2010 JinProcess 7/01/2010107/31/2010
D e e
™ |33386073 finsttutiondl JGaryM |08/01/2010 |Faled in vaidation 08/01/2010
[T |68001776 Jinstrutiona 09/01/2010 09/01/2010
[T 11187365 [instRutions 10/01/2010 |Submitted for Claims Loadng  |10/01/2010

“ier |VewingPage 1 tie ||1 o

The batch of templates has been submitted
All the templates in the batch passed

FPage Count I SaveToXLS

validation
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== Submitted for Claims Loading

———— et el i)\t

Batch Claim Submission Status List:

Filter By :| Bl Go|

r Batch Created | Batch Creation From To Total Billed | Claim | Submitted

tyge 01' Date Status Service Date |Service Date| Amount | Count | Claim Count

AY A A oy AY AY AY AY AY AY
[T 1123456878 finsttutional [GaryM | 06/01/2010 [wating 06/01/2010§06/30/2010 0 0 0
[T |28365092 finstrutiondl | GaryM | 07/01/2010 |in Process 7/01/2010(07/31/2010 0 8 0
[T 33386073 Qinsttutiond JGaryM §08/01/2010 ;alednvm’on 08/01/2010 03,:‘31,:2014 0 7 0
[ 68001776 Ilnstmnnd GaryM J09/0L/2010 |Passed Vabdation 09/01/2010409/30/2010§ $17,352.00 0
[T J11187365 finsttutiond |GaryM | 10/01/2010 Q5ubeitted for Claims Loadng [§10/01/2010 L0/ 31:"20105468,504.00 81 65
P IMP@I Nexd III J Page Count | SaveToXLS

== The batch of templates have been submitted

== No longer templates now claims
— Batch claim data now displayed ($3$, claim count)
— System now generates the claim TCN
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".\‘\53 Ff“v’- m Submission

== How to submit a batch of Templates
to Claim Submission



== Submit a batch of Templates

| Close [{ view Claims || Revaiidate || Delete |

‘ an Submission

Batch Claim Subinission Status List:

Filter By :| Bl | %)
| Batch Created | Batch Creation From To Total Billed

Date Status Service Date Service Date| Amount Claim Count
AY A oy AY AY AY AY
M 123456878 GaryM ] 06/01/2010 | 06/01/2010§06/30/2010 0
» 07/01/2010 j )7/01/2010 |07/31/2010 0
r 08/01/2010 |Faded in Yaldation 08/01/2010] 08/31/2014 0
[ 68001776 GaryM J09/01/2010 [Passed vakdation 09/01/2010109/30/20104 $17,352.00
P 11187365 nd |GaryM | 10/01/2010 |Passed Vahdation 10/01/2010]10/31/2010 [5468,504.00
ViewngPage! v Hl ' SaveToXL3

== Must have passed Validation

— Check on# the batch line you want to submit

— Then click on the [w«dx] button on the top




m Submission

- . . .
== How to submit a batch that passed validation
| Close |[subrk Baxch [ surt AW oolete|
Claims Created From Batch List:
Filter By :| g And| =l Go)
[ |Link [SYSeR Lo %] Templstoame | Clientid |poghoneioiity| = Date | Date |Class Code| Clent Last Name
oYy AY AY AY AY AY AY AY AY
Iy |i224s6789-0001 John Smith 9999999998VVA 0] 06/01/2000 o6/30/2010 20 John Smith
Iy J2345678%0-0001 Jane Doe 9999999998VVA o] 06/01/2010 os/30/2010 20 Jane Doe
1> |34s678%01-0001 Unde Sam 9999999998WA of 06/01/2010 J06/30/2010) 20 Unde S$am
™ 1> J45676%012-0001 Susan Madigan 9999939398WA 0] 06/01/2010 J06/30/2010 20 Susan Madigan
T > 5678901230001 Lisa Fax 9999333398WA 0f 06/01/2010 |06/30/20100 20 Lisa Fax
T > J678901234-0001 RobertaThomas 9999999938VVA 0 06/01/2010 |06/30/20100 20 RobertaThomas
rI» [resoizaesooor  fMickey Dee 3993399998V of os/01/2010 Jos/30/201] 20 IMld»e-.' Dee
; lmpml hext nl J age Count I SaveToXLS l
2= Th t
1 ere are two ways

— Check ¥ templates to include in this batch using
the samtes| pyutton or
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m Submission

== The batch of claims is now loading into
ProviderOne

[Close || View Clains || Revalate | Delets|
Batch Claim Submission Status List:
Filter By :| - | G
r~ Batch Created | Batch Creation From To Total Billed | Claim | Submitted
Number lyge 0‘ Date Status Service Date | Service Date| Amount | Count | Claim Count
AY A A oy AY AY AY AY AY AY
[T 123456878 finsttutional |GaryM | 06/01/2010 [Wating 06/01/2010§06/30/2010 0 0 0
W .
[ |28365092 Qinstrutiondl | GaryM | 07/01/2010 |in Process 7/01/2010 |07/31/2010 0 8 0
————y .| + .1 <-
[ 133386073 |instkutionsd Gar,'M 08/01/2010 Falled In Yaidation 08/01/20100 08/31/2014 0 7 0
—_— —- -~ - —
[ 68001776 Tlnstmond GaryM J09/01/2010 Ipassed\/ahdatm 09/01/2010409/30/2010] $17,352.00 3 0
[T J1118736S Jinsttutiond JGaryM | 10/01/2010 |Submitted for Claims Loadng  110/01/2010§10/31/2010
Pr IMPWI Nesd “] J Page Count I SaveToXL3

== The claims have been assigned TCN numbers

== This batch will auto purge from the list when
claims are loaded
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_Claim Submission

== How do | fix a Template that failed
Validation?



’m Submission

== Failed in Validation

S S —

Batch Claim Submlslon Status List:
Filter By :/ =] )
r Batch Crested | Batch Creation From To Total Billed | Claim | Submitted
Number !)ge 01' Date Status Service Date Service Date| Amount | Count | Claim Count
AY A A oy AY AY AY AY AY AY
[T 123456873 finsttutional |GaryM | 06/001/2010 [Wwating 5/01/2010]06/30/2010 0 0 0
_—-
[T 28365092 Qinsthutiondl | GaryM | 07/01/2010 JinProcess D7/01/2010 107/31/2010 0 8 0
33386073 Prstiutiond 1GaryM J08/01/2010 |Falled in Vaidation 08/01/2010] 08/31/201¢ 0 7 0
66001776 firsthutiond JGaryM J09/01/2010 |Passed Vabdation 09/01/2010§09/30/2010] $17,352.00 3 0

wifmy .

G ary 'v‘

Submitted for Claims Loadng  110/01/2010 J10/31/2010 [5468,504.00

11187365 10/01/2010

e Pra Imp”l Nend I|] ( | Page Coynt I SaveToXLS I

2= Click on the batch number to view the
templates




== The list of templates is displayed

Close || Revahdat
View Templates List from Baitch:
FiterBy:[ ]| | And[ S | 3
Temiy e i '

John Smith ‘\ Invabd /) Instintional
Jane Do ¥aid Instiutional
Uncle Sam Vil Instiutionsl
Susan Madigan b Instiutionsl
Lisa Fax ¥aid Instiational
Roberta Thomas aid Institutional
Mickey Dee ¥abd Trustivutional

IWP#I_H— I age Count SavaToXLE

:=  Click on “Invalid” to see the template error
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== ProviderOne displays the template error (s)

View Templ Template Validation Errors:

Filter By :[ | [Go)

Template Name: Jane Doe

Tﬂ .
Client ID: 999999998VWA

John Smith

Jane Doe Error Description: [ 5jjing Taxonormy - 207400000% 15 invalid |
Uncle Sam

Susan Madigs

Lisa Fax
Roberta Thon *t; l
Mickey Dee
[Cenu:dJ
e | L A ] Mt N ==1 e el e ] T

2= Click on the cancel button once the errors are
identified.
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== Click on the template name to fix the error(s)

View Templates List from Batch:
FiterBy:[ ]| | adl ] | [6o]
b il Y ariied
John Smith Irvwadid Invstiutional
Jane Doe Vaid Inestigional
Uncle Sam Waid Instiutionsl
Susan Madigan Vald Instingional
Lisa Fax Vaid Instiational
Roberta Thomas V¥aikd Inckitagional
Mickey Dee Institutional

_Iw-nmu_ll— [ rosecon |_smtons |
== ProviderOne now loads the DDE template form
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m Submission

2= When the DDE screen is loaded correct the
error (s)

|Cln5:e “Sa'.re Tampletal. Reset |
Institutional Claim:

Mote: asterisks (*) denote required fields. Billing
Basic Claim Info Gther Claim Info
Billing Provider | Subsciber | Claim | Service

Submitter ID: ||

* Template Mame:bwmmmatt‘lalm Ternpiate 1
PROVIDER INFORMATION

Go to Other Clairn Info to enter inforrnation (TR R s St o]
BILLING PROVIDER

* Provider NPIL: Es:szzsaﬁan * Taxon \::':j Do you wart to save the Template?

€ * 1= the Billing Provider slso the Pay-Ta

z T Mo

oK Cancel |

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

s Then click the sv=Temiel hytton
== At the save template popup click OK




Click on the

button

Revabdate |

When the system refreshes click on the [ce:=]

“Close” button

View Tei

[ Close || Revabdate |

tes List from Batch:

Filter By :) v” Mﬂlﬁ I f:,g}
Tlﬂlﬂél'ﬂm Chh‘-nlgpu

John Smith Trestiutional
Jane Doe Irestitutional
Uncle Sam Irestibutionsl
Susan Madigan Instivtionsl
Lisa Fax Instiutional
Roberta Thomas Institutional

Institvtional

Mickey Dee

o |MewngPage1 |[_ | Page count

| saverexss |

The system returns to the batch status list screen
and this batch is now in “Waiting” status

ProviderOne is validating the templates again

57



te Claim

== Submit a Single Claim from a
Template

— At your Provider Portal (homepage)
« Scroll down to “Claims ”
* Click on “Create Claims from Saved Templates”

Claims Hide/Max
Claim Inguiry

Claim AdjustmentVoid

On-line Claims Entry

On-ine Batch Claims Submission (837)

Resubmit DeniedVoided Claim

Retrieve Saved Claims

Manage Templates

Create Claims from Saved Templates <
Manage Batch Claim Submission

Prowvidier:
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té Claim . ..

Click on the Template name to
create a claim

imm Claim from Saved Templates List:

Fitter By ;[ =] | And[ ]| | [Ge]

|

I Templetc Nome ;yge Lest u:u:tod By mgu.:duud
Fusttionsl Garyh 10422010

i Jang Doe st Butional GaryI 1042f2010

: Uncle Sam It butional GaryM 10y2/2010

i Susan Madigan e — GaryM 10/2/2010

|l LisaFax hateutonal GaryM 10/2/2010

i Roberta Thomas sttt Gary I 10/2f2010

i Mickey Deo st butonal GaryM 10/2{2010

<< Pre I'!H'hqp'# 1 Hed > |ﬁ Gb! Paga Count SawaTeXLE I

== ProviderOne loads the template data in the
DDE screen



At the DDE screen finish filling In

the template

[Close || Save Claim || Submit Claim || Reset |
Institutional Claim:

Mote: asterisks (*) denote required fields.
Basic Claim Info Other Claim Info
Billing Provider | Subsecribar | Claim | Sarvica

PROVIDER INFORMATION

BILLIMG PROVIDER

* Provider NPI: |55223366T1 " Taxonomy Code: |2E2ZNOD000K

9 * 15 the Billing Provider also the Pay-To Provider? % vaz O No

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

YoChent 1D | 999999999 WA

| additional Subscriber/Client Information

* Orag/Last Name: [Smith

mm dd =y
* Date of Birth: [ [1s [19s8 * Gender: |M-Male =]

Go to Other Claim Info to enter information for providers other than the Billing and Pay-To Providers,

Billing Instructions

Siubmitter 1D: | 57 a0

TDP

Top
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ite Claim ..

Click on the [wwa | button and submit your claim

ProviderOne should display this BU prompt
(turn off your pop up blocker!)

— Click “Cancel” as you don’t need BU with this claim

Windows Internet Explorer

\_? / Do you want to submit any Backup Documentation?

QK | Cancel ]

ProviderOne displays the Submitted
Institutional Claim Detalls screen
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te Claim

E’A_,’l-, &
\ W ", \‘ ] A

== The Submitted Institutional Claim Details screen
— This screen shows the TCN number and claim data
Submitted Institutional Claim Details
TCN: 200925500000001000
Provider NPI: 5522336671
Client ID: 9999999994
Date of Service: 3/9/2009 0:0:0-9/112003 0:0:0
Total Claim Charge: 2514 59
[Please click "add Attachment™ button, to attach the documents. | &dd Attachment
Attachment List:
|| - I;:Il;: Filfil'l:me Attat:hTE:t Type Tran(s:érg;siun At::au:;.t?::ﬁm E‘?Iz% I]iIE:e Uplu:d:!d On
Mo Records Found !
|F'rint || Print Cover Page |
WARNING: You must click the OK button to t
complete the claims submission.
== Click on the “OK” button to finish submitting

the claim!
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== For general reference see the ProviderOne
Billing and Resource Guide

== See provider training tools on the
ProviderOne resources page

== See the complete list of Type of Bill codes

22 See the Nursing Home billing guide
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http://www.hca.wa.gov/assets/billers-and-providers/providerone-billing-and-resource-guide.pdf
http://www.hca.wa.gov/assets/billers-and-providers/providerone-billing-and-resource-guide.pdf
http://www.hca.wa.gov/billers-providers/providerone-resources
http://www.hca.wa.gov/sites/default/files/billers-and-providers/fs_dde_tob.pdf
http://www.hca.wa.gov/node/301#collapse33

